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: INTRODUCTION 


: Cataloguing in Publication (CIP) is a free international cooperative 
venture between publishers and librarians which enables books 

: to be catalogued before they are published. This pre-publication 
: cataloguing information is then distributed widely to booksellers 
: and librarians, giving them advance information so that they 

> can select, buy and process new books. CIP programmes exist in 
: a number of countries, including Great Britain, the United States, 
: Australia, West Germany, Brazil, the Netherlands, the Soviet 

: Union and Canada. 


The catalogue record created by libraries is a brief description of 
> a publication. It includes information such as author(s), title, 

: series title, subject headings, ISBN, ISSN and classification num- 

: bers that is used by book buyers, readers and researchers to 

: identify and locate publications. The record is created and 

: arranged according to internationally established standards 

: which make it possible to distribute information about publica- 
tions throughout the world. The distinguishing feature of 

: Cataloguing in Publication is that the catalogue record is created 
: and disseminated prior to publication and is printed in the book 
: itself. 


: BENEFITS OF THE CIP PROGRAMME 


: The CIP Programme enables publishers to promote their new 

: books by providing booksellers, wholesalers and librarians with 
: advance information they can use to select and purchase new 
: books. The CIP data are also printed in the books themselves 

: and can be used by librarians for cataloguing new acquisitions. 


: In Canada, the CIP Programme is coordinated by the National 

: Library of Canada and is operated through a network of agent 

: libraries across the country who provide CIP services to the pub- 
lishers in their respective areas. This decentralization is one of 

: the advantages of the Canadian CIP Programme, for it allows 

: publishers in all parts of the country to receive the prompt 

: attention of their CIP office. A list of the CIP agents and their 
addresses is given at the end of this brochure. 


CIP gives the publisher, free of charge, valuable publicity for 

: forthcoming books by distributing the CIP data in different 

> products and utilities. For example, all CIP records are circulated 
: in the monthly insert “Forthcoming Books/Livres a paraitre” of 
: Quill & Quire and Livre d’ici. They also appear in the national 
bibliography Canadiana, on magnetic tapes that are exchanged 
: regularly with other national libraries, on the National Library’s 
: bibliographic database DOBIS, and in Canadian Books in Print. 


: Obtaining CIP data for a publication does not create delays in 

: publishing schedules. However, it is important that the CIP office 
creating the CIP catalogue record be provided with full infor- 

: mation on the work being catalogued as far in advance of 

: publication as possible. 


: This brochure describes the requirements of the CIP Programme 
: and how Canadian publishers can participate in it. 


SCOPE OF THE CIP PROGRAMME 


The Canadian CIP Programme covers publications published by 
commercial publishers, by institutions and organizations or by 
individuals in Canada, as well as many federal and provincial 
government publications. 


Publications included 

Books on all subjects, for all age groups, that are published in 
Canada are covered in the CIP Programme. The following are 
some of the specialized types of publications also eligible for CIP: 
© musical scores 

e exhibition catalogues and art books 

¢ textbooks 

¢ publications of university presses, professional and trade 
associations 

reprints 

paperbacks 

looseleaf publications 

volumes in monographic or multi-volume series 

federal, provincial, territorial and municipal government 
publications 

translations published in Canada 

e publications paid for or subsidized by individual authors 


Publications excluded 

¢ books that do not bear the imprint of a Canadian publisher 
on the title page 

e serials, i.e., periodicals, annuals and other works which are 
regularly issued under the same title. (However, on request, 
the National Library of Canada will provide serial publishers 
with cataloguing data for these publications.) 

e non-book materials such as sound recordings, film strips, 
audiovisual materials, microforms, software, etc. 

e specialized publications of a transitory or ephemeral nature, 
such as trade catalogues, telephone directories, calendars, 
almanacs, timetables, colouring books, comic books, cutout 
books, etc. 


e sheet music 
e single articles reprinted from periodicals 


e kits or mixed media material 


If you have any questions about the eligibility of one of 


your forthcoming publications, please call the CIP office for 
your region. 


: Co-published works 

: If publication of a work is being shared by two or more Cana- 

: dian publishers, one of these publishers, usually the one with 

: primary responsibility for production, should apply for CIP data 
: to the CIP office responsible for the area. The CIP office should 
be informed that the work is being co-published, by whom and 
: if an additional ISBN for the other publisher(s) will appear in the 
: publication. 


: If a publication is being issued simultaneously by a Canadian 

: and a foreign publisher, each publisher should apply within its 
own country for CIP data. In these cases, both the Canadian and 
: foreign sets of CIP data must be printed in the work. 


: HOW TO PARTICIPATE 


: For each forthcoming book which falls within the scope of the 

: CIP Programme, the publisher should complete a CIP information 
: form (NL-281) which can be obtained from the CIP office for 

: your region. It is important that you submit an accurate 
representation of the title page with the CIP information form, 

: including information on the name(s) of the author(s), the title, 

: subtitle(s) and the place of publication, the name of the pub- 

: lisher and the projected date of publication. Catalogue records 

> are created on the basis of the information provided on the 

> work’s title page and the subject matter covered by the work. 

: Therefore, although the completion of the CIP information form 
: is very important, it is essential that it be accompanied by 
copies of: 

> © the title page 

table of contents 

introduction and preface 

all publicity material prepared for the forthcoming publication 


: If you have any questions about the Programme, please 
: contact the CIP office for your region. 


: EXPLANATION OF THE CIP INFORMATION 
: FORM 


: (This section is divided by the categories of information required 
: on the form NL-281,) 


Canadiana control number 


Each bibliographic record created for the national bibliography 
: Canadiana is assigned a number by the CIP office for your 

: region or by the National Library of Canada. Leave this section 
: blank: the CIP office will assign this control number. 


: Date form completed / Date CIP required 

: In order to assist the CIP office in setting priorities for incoming 
: CIP requests, it is necessary to have information on your pub- 
lishing and printing schedule as well as the date by which you 
: require the CIP data for a forthcoming work. The CIP office 

: always tries to provide the necessary data in time to meet your 
: publishing schedule, even in cases when the information is 

: needed very quickly. Again, it is important to allow your CIP 

: office enough time in advance of the publication date and pro- 
vide enough information to create an accurate catalogue record. 


: Name, address and phone number of publisher 

: For sending information to publishers and for contacting them 

: to ensure the accuracy of the CIP record, the CIP office needs to 
: know where and by whom the work is being published. In the 
: case of a government document, the author department acts as 
: publisher. 


> Which imprint will appear on the title page? 

: The imprint given in a catalogue record includes the place of 

: publication, the name of the publisher as it appears on the title 
: page, and the date of publication. Sometimes publishers use 
different imprints for different types of books or for different 

: series aimed at specific age groups or grades. Therefore, the 

: specific imprint that will appear on the title page is necessary 

: for the completion of the catalogue record. Also, the CIP office 

: will need to know if an acronym or the full form of the pub- 
lisher’s name will appear, or if both the English form and the 
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French form (or any other form) of the name will appear on the 
title page. Please note that for self-published works the imprint 
can be the author’s name or the statement “published by the 


: author”. For government documents, the imprint will include the 
:; name of the branch, service or department that appears on the 


: title page, as, for example, ‘Health Services Directorate, Health 
: and Welfare Canada’’. 


Name of co-publisher (if any) 

: This information is necessary if a second publisher is mentioned 
: on the title page, because that second publisher will also be 

: cited in the catalogue record and because a second ISBN num- 
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ber might also be included in the CIP data. Co-publication does 
not include cases where a publisher has bought the rights of 
publication to a book that has already been published 
elsewhere. 


In-house editor 

Often the CIP Office will need additional information from the 
publisher in order to create accurate catalogue records. There- 
fore, it is useful to have the name of someone who has been 
involved in preparing the manuscript and can answer questions 
about the forthcoming work. 


Telephone number 

This should be the telephone number for the in-house editor or 
the resource person to whom the CIP office should address its 
questions. 


Authors’ names and functions as they will appear on the 
title page 

List all the authors, specifying their roles and functions (e.g., 
edited by, compiled by, under the direction of, translated by, 
illustrated by), the exact spelling and form of their names as 
they will appear on the title page (e.g., Bill McKerrow, W.R. 
McKerrow, William R. McKerrow, William Russell McKerrow) and 
the order in which the names will appear on the title page. 


Re 


Author’s full names if known / Birthdate 

: Information about middle names, married names, maiden 

> names, year of birth and nationality is essential in many cases 
: to distinguish between authors bearing the same name or simi- 
: lar names. All this information is also needed for listing in 

: national bibliographies, for copyright tracing, for library clas- 
sification, etc. For example, works of fiction are shelved and 

: Classified according to the author’s nationality. 


Note: Always make sure that the author consents to this 


information appearing in the CIP data. 


: Title and subtitle(s) 

The title and subtitle(s) that appear in the catalogue record are 
: those given on the book’s title page, which can sometimes be 

: different from the title and subtitle on the cover or dust jacket 
: of the book. Information on the title page takes precedence but 
: the CIP office prefers to know of any alternate titles printed on 
: or in the book. All subtitles should be included on the CIP infor- 
mation form. 


: Edition statement, if any 

: Information relating to a different edition of a previously pub- 

: lished work is necessary for cataloguing purposes. The CIP office 
: needs to know exactly how the edition information will appear 
in the book (e.g., second revised edition, third enlarged and cor- 
: rected edition, first Canadian edition). If a particular person is 

: responsible for a new edition that includes changes from a previ- 
: ous edition, please provide the name and responsibility of the 

: person (é.g., with corrections and additions by. ..). 


Date(s) of previous edition(s) 

: This information facilitates the search for any catalogue record(s) 
: created for the previous edition(s). If the name of the publisher 

: of the previous edition is different, it is also important to include 
ie 


Title, if different, of previous edition(s) 
: This information is needed to create the necessary links between 
: the two editions in the catalogue records. 
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Is this a reprint? 

Generally speaking, a work is considered to be a “new” publica- 
tion if there is a relevant edition statement (as noted above), if 
there has been a change in title or a change of publisher, or if 
additional information appears in the work. Consequently, a new 
catalogue record has to be created. If there are no changes in 
content or format, the book is considered to be a reprint and 
the previous catalogue record is reissued. 


It is possible to request pre-publication data for any document, 
including a reprint of a government document that did not 
initially receive CIP data. 


Is this a translation? 

Always indicate the original title of a work that has been 
translated as well as the publication date of the original version. 
This information is essential for ensuring accuracy in a catalogue 
record. Furthermore, the original publication date of the work 
helps to ascertain which edition of the work was used for the 
translation. This data can be important in the case of older 
works published in a number of editions. Notes referring to the 
edition on which the translation is based are included in the 
catalogue record. 


Is this publication bilingual? 

This pertains to publications that will include text in more than 
one language, not to separate publications in two different lan- 
guages. Some books include text (e.g., quotations, insertions) in 
a second language; some are completely bilingual or even trilin- 
gual. As this has a direct bearing on the catalogue record being 
created, full information on the languages appearing in the book 
and the proportion in which they will appear is essential to the 
CIP office. 


Also essential is, again, the title page (or title pages) of such 
books. Please indicate if there will be one bilingual title page or 
two separate unilingual title pages facing one another or, in the 


> case of a “back to back” publication, title pages placed at each 
> end of the book. Also, the CIP office needs to know if the texts 
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will be printed back to back or in parallel columns, or with the 
: two texts on pages facing each other. 


: Name of the series (if any) as it will appear in the book 

: Many book buyers and researchers locate books under their 

: series title and number. Publishers should provide the series title 
: exactly as it will appear on the book as well as the volume 
number and the ISSN number (if applicable). 


Do not include a working title of a series if it is only used 
: internally and will not figure in the final publication. 


When the series has a bilingual (or trilingual) title, please provide 
: all titles and indicate the order in which they will appear in the 
: publication. 


: Projected date of publication 

: The CIP office needs to know the year and approximate month 
: in which the book will be issued as CIP information is a major 
tool for selecting, ordering and acquiring Canadian books. 


Bibliography, index, bibliographic footnotes 

> This information is also included in the catalogue record. For 

: cataloguing purposes, a bibliography is considered to be a list 

: which contains at least five titles and is organized either alpha- 

: betically or chronologically. Information on bibliographic foot- 

: notes is not necessary if the bibliography at the end of the book 
: covers the same material. 


: If the publication is a multi-volume work, how many volumes 
: are planned? 

: Information on the extent of a multi-volume work will affect the 
type of catalogue record that is created. The number of the 

: individual volume is also important because the CIP records for 

: each volume of a set are not always prepared in numerical 

> sequence, and it helps the CIP office to know which volumes 

: have already been catalogued and which volume(s) will be 

: published in the future. 
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What type of work is this? (e.g., novel, poetry, essay. . .) 
Information on the type of work being published helps the CIP 
office to classify the publication and assign subject headings. 


Primary audience 

The CIP office needs to know the audience for whom the publi- 
cation is intended (e.g., is it general, is it for a specific age group 
or grade). 


Does the book contain proceedings of a conference? 

When a publication includes the entire or partial proceedings of 
a meeting, seminar, symposium or conference, annual or other- 
wise, please complete this section with the utmost care. The offi- 
cial name of the meeting, colloquium, conference, etc. has to be 
given as it will appear in the publication (e.g., 25th (or Twenty- 
fifth) Annual Meeting of the Association. .., Symposium on. . ., 
etc.). Also, if the name of the conference will appear on the title 
page, please give this name as it will have a direct bearing on 
the catalogue record. The date(s) of the event and name of the 
place where it was held are also essential. 


What is the primary subject of the book? 

The CIP record includes subject access points, the subject head- 
ings, that describe the contents of the work. Therefore, details of 
the book’s subject matter are required in order to assign subject 
headings. This is especially important if the book deals with a 
medical, legal, scientific, technical, or other such highly special- 
ized subject. Please provide major characteristics of the subject, 
such as its scope, topics, themes, audiences, works discussed, 
dates and time periods, places, historical characters, ethnic 
groups, etc. 


To ensure that the assigned subject headings are as accurate as 
possible, it is essential that a copy of the introduction and table 
of contents be included with your CIP request. 


Note: In the case of an exhibition catalogue, details should 
include the ownership of the works exhibited, the galleries or 
museums to which the exhibition will travel, and the authorship 
of the text. Information about the artist and his/her work is also 


essential. 
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: ISBN variations / Price 

Give the ISBN (International Standard Book Number) assigned to 
> the work. If more than one ISBN has been assigned (as is the 

> case for a multi-volume work or a work for which two bindings 
: are planned), please note the specific volume or binding to 

: which it refers. The price (even an approximation) at which the 
: work will be sold provides useful information for book selectors 
and booksellers. 


: Name and address to whom the CIP entry is to be mailed 

: If the CIP record is to be sent to someone other than the pub- 

: lisher, this information should be included. Please indicate if you 
: will pick up the CIP record in person, send a courier, or wish to 
have it mailed or faxed to you. Also, indicate if the material you 
: sent with the CIP form should be returned. 


If you have any problems or questions while you are 


completing the form, please contact the CIP office for your 
region. 
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HOW TO PRINT CIP DATA 


Print the CIP data on the back of the title page, either a typeset 
version or as a full or reduced-size photofacsimile. The data ele- 


ments, however, must be printed completely, without any altera- 


tions to sequence, punctuation, capitalization or spacing. The 
punctuation or capitalization may sometimes seem peculiar but 
it is prescribed by standards that permit the catalogue record to 
be understood internationally. 


THE CIP DATA MUST ALWAYS BE PRINTED IN THE PUBLICATION. 


In certain specific cases (e.g., profusely illustrated children’s 
books) where it is impossible to print the CIP data on the verso 
of the title page, the data should still appear somewhere in the 
book, e.g., perhaps at the back in the colophon area. A note on 
the title page or its verso should indicate that the CIP data are 
available elsewhere in the publication. 


Note: In some cases, when the heading giving the author's 
name has been established with the year of birth and the 
author does not wish the year to be published, you should 
replace the actual date with the word “date” (e.g., Smith, 
John, date) 
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Example of CIP catalogue record: 


Header ----- CANADIAN CATALOGUING IN PUBLICATION DATA 


Main entry--Abella, Rosalie S. (Rosalie Silberman) 
maaan n--= Employment equity 


(Reprint series, ISSN 0075-6156 ; no. 73)----Series statement 
pera ‘An address given at the annual Fall Industrial 
Relations Seminar, Industrial Relations Centre, 
Queen’s University, 19-23 October, 1987.” 
ISBN 0-88886-1 90-7----------------------- ISBN number(s)2 


Subject 1. Discrimination in employment - - Canada. 2. 
headings?---Affirmative action programs - - Canada. 3. 
Discrimination in employment - - Law and legislation 
-- Canada. I. Queen’s University (Kingston, Ont.). 
Added Industrial Relations Centre. II. Title. III. 
entries* --- series : reprint series (Queen’s University 
(Kingston, Ont.). Industrial Relations Centre) ; 
nO), 7/8, 


HD4903.5.C3A24 1988 33.01'31340971 C88-093320-8 
’ 4 4 


v7] 7 
Library of Congress Dewey decimal Canadiana 
classification number classification number control number 


1 Subtitle sometimes included 

2 International Standard Book Number 
3 With Arabic numerals 

4 With Roman numerals 


If you have any questions about the information appearing 
in the CIP data, please call the CIP office for your region. 


PRE-PUBLICATION CHANGES 


If there are changes, before the work is published, to the infor- 
mation sent to the CIP Programme, publishers are requested to 
: inform their regional CIP office immediately. This ensures that 

: the CIP records made available to booksellers, wholesalers and 
libraries are correct and up to date. 
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: INTERNATIONAL STANDARD NUMBERS 


: Every publication should be assigned an ISBN or an ISSN. These 
> numbers enable librarians, booksellers, readers, and researchers 
: to identify quickly and order the publications they need. 


ISBN (International Standard Book Number) 

: International standard book numbering is a system designed to 
: provide identification for all published books. The ISBN is a 

: unique and unchangeable number which identifies one work, or 
: one binding, or one edition of a work issued by a given 
publisher. 


: The ISBN is an internationally recognizable number consisting of 
: ten digits. It expedites handling, location and retrieval of publica- 
: tions, and ensures efficiency in stock control, ordering and 

: accounting. The ISBN is intended for inclusion in publishers’ 
catalogues and advertisements, book-trade lists and directories, 

> book reviews, national and international bibliographies, and 

: library catalogues. 


: An ISBN can be obtained by contacting: Canadian ISBN Agency, 
: Acquisitions and Bibliographic Services, National Library of 
Canada, 395 Wellington Street, Ottawa, Ontario K1A ON4 

: (Telephone: (819) 997-9565, Telefacsimile: (819) 994-6835). 


: ISBN numbers and DSS (Department of Supply and Services) 

: catalogue numbers for federal government publications can be 
: obtained by contacting: Depository Services Program, Canadian 
Government Publishing Centre (Telephone: (819) 997-5365). 


: ISSN (International Standard Serial Number) 

: An ISSN is a unique eight-digit code that identifies individual 

: serial publications, such as periodicals, newspapers, annuals 

: (annual reports, yearbooks, directories, etc.), journals, memoirs, 
: proceedings, transactions of societies, and monographic series. 

The ISSN facilitates the national and international exchange of 

: information about serial publications for the purposes of order- 
: ing, inventory control, processing and retrieval. 
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To obtain an ISSN, contact: ISDS Canada, Acquisitions and Biblio- 
graphic Services, National Library of Canada, 395 Wellington 
Street, Ottawa, Ontario K1A ON4 (Telephone: (819) 994-6895). 
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: LEGAL DEPOSIT 


Legal deposit is the means by which a comprehensive national 
: collection of publications and sound recordings is gathered 
: together as a record of a nation’s heritage and development. 


Legal deposit requirements 

: Canadian publishers are required by law to deposit, at the 

: National Library, two copies of materials such as books, periodi- 

: cal issues, pamphlets, looseleaf publications, musical scores and 

: microforms, and one copy of sound recordings with Canadian 

: content or of Canadian interest, and educational kits that include 
non-book materials. Only one copy of a publication or sound 

: recording is required if the price per copy exceeds $50.00. 


For further information on the legal deposit regulations, contact: 
: Canadiana Acquisitions Division and Legal Deposit Office, Acqui- 
: sitions and Bibliographic Services, National Library of Canada, 

> 395 Wellington Street, Ottawa, Ontario K1A ON4 (Telephone: 

2 (819) 997-9565). 
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LIST OF CIP AGENTS: 
: For trade publishing: 
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Publishers in British Columbia, 5. French-language 

Alberta and the Territories publishers in Quebec 

CIP Office Responsable CIP 

Library Processing Centre — Bibliothéque nationale du 
Catalogue Records Québec 

2206 East Mall 125, rue Sherbrooke ouest 

University of British Columbia Montreal, Quebec 

Vancouver, British Columbia H2X 1X4 


V6T 1Z8 Telephone: (514) 873-7608 
Telephone: (604) 228-6838 
FAX: (604) 228-4789 6. Publishers in the Atlantic 
Provinces 
. Publishers in Saskatchewan CIP Office 
and Manitoba Cataloguing Department 
CIP Office Killam Library 


Technical Services 
Elizabeth Dafoe Library 
University of Manitoba 
Winnipeg, Manitoba 

R3T 2N2 

Telephone: (204) 474-9476 
FAX: (204) 275-2597 


Dalhousie University 
Halifax, Nova Scotia 

B3H 4H8 

Telephone: (902) 424-3645 
FAX: (902) 424-2319 


For provincial government 
publishing: 


. Publishers in Ontario (excluding 


the Ottawa area) 

CIP Office 

University of Toronto Library 
7th floor, Room 7039 

130 St. George Street 
Toronto, Ontario 

M5S 1A5 

Telephone: (416) 978-6716 


. Publishers in the Ottawa area 


and English-language 

publishers in Quebec 

CIP Office 

Acquisitions and Bibliographic 
Services 

National Library of Canada 

395 Wellington Street 

Ottawa, Ontario 

K1A ON4 

Telephone: (819) 994-6881 

FAX: (819) 994-6835 


1. 


British Columbia Government 
Publications 

Cataloguing Department 
Legislative Library 

Parliament Buildings 
Government of British Columbia 
Victoria, British Columbia 

V8V 1X4 

Telephone: (604) 387-6506 


. Manitoba Government 


Publications 

Legislative Library 

Department of Cultural Affairs 
and Historical Resources 

Government of Manitoba 

200 Vaughan Street 

Winnipeg, Manitoba 

R3C OV8 

Telephone: (204) 945-5771 
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3. Ontario Government 
Publications 


Checklist and Catalogue Service 


Legislative Library 

180 Bloor Street West 

5th floor 

Toronto, Ontario 

M5S 2V6 

Telephone: (416) 963-1995 


4. Nova Scotia Government 
Publications 


Nova Scotia Legislative Library 


Province House 

Halifax, Nova Scotia 

B3] 2P8 

Telephone: (902) 424-8697 


For federal government 
publishing: 


1. Federal government publica- 


tions (unless otherwise 
specified 
CIP Office 


Canadian Government Publishing 


Centre 
45, boulevard Sacré-Coeur 
Hull, Quebec 
K1A OS9 
Telephone: (819) 956-4744 


Cataloguing Department 
Libraries Division 
Agriculture Canada 
Ottawa, Ontario 

K1A OC5 

Telephone: (613) 995-5633 


Technical Services 
Departmental Library 


Department of the Secretary of 


State of Canada 
Ottawa, Ontario 
K1A OM5 
Telephone: (819) 997-4162 


. Agriculture Canada publications 


. Secretary of State publications 


. National Archives of Canada 


publications 

National Archives Library 
National Archives of Canada 
395 Wellington Street 
Ottawa, Ontario 

K1A ON3 

Telephone: (613) 996-7430 


. National Gallery of Canada 


publications 

Library 

National Gallery of Canada 
380 Sussex Drive 

P.O. Box 427 

Station A 

Ottawa, Ontario 

K1N 9N4 

Telephone: (613) 990-0590 


. Statistics Canada publications 


Library 

Statistics Canada 

2nd floor 

R.H. Coats Building 
Ottawa, Ontario 

K1A OT6 

Telephone: (613) 951-5852 


. National Library of Canada 


publications 

CIP Office 

Acquisitions and Bibliographic 
Services 

National Library of Canada 

395 Wellington Street 

Ottawa, Ontario 

K1A ON4 

Telephone: (819) 994-6881 

FAX: (819) 994-6835 
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